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PA-02

 
 

 

 On line payment entry and approval 

 

 You will be alerted when payments are not timely approved  

 

 Complete client payment histories 

 

 Payment adjustments at your finger tips  
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PAYA - Payment Approval  

 

 
 

 This screen displays a list of all payments waiting for approval by the worker  

 

 You can INQUIRE (I), APPROVE (A), UNAPPROVE (U), MODIFY (M) or DENY (D) 

a payment by entering the appropriate selection in the select field and pressing enter 

 

 The worker assigned to the client will approve both constant (non-invoiced) and variable 

(invoiced) payments 

- The information appearing on this screen will have been entered by a central 

office worker from an actual provider invoice (for invoiced payments), or it will 

be system generated (for non-invoiced payments) 

 

 The select field will display an “A” when the payment has been approved 

- This will allow the worker to unapprove something that has been approved but not 

yet paid   

- Unapproval is accomplished by typing over the „A‟ with a „U‟ 

 

 The licensing status will be checked by the system when the payment line item/claim is 

approved   

- An error message will appear when there is not a current, valid license for the 

provider and the provider has not been marked for payment without a license 

- The system will also check court order and parental agreement information for 

custody status before approval can be accepted 
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 It is perfectly acceptable for the worker to DENY a payment if he/she has questions or 

knows a modification needs to take place and the solution is not going to be immediate 

- The advantage of using the deny capability is that the payment remains on the 

PAYA screen, but under a different search criteria, so the worker would be less 

likely to approve that payment by mistake 

 

 This screen gives the worker a place to check on the status of a particular payment 

- If you notice that a particular payment has been sitting in APPROVED status for a 

few days, contact Central Office to find out if there is a problem 

 

 A payment that is in INCOMPLETE status will show up highlighted in pink to remind the 

worker that further processing needs to be done (SHIFT+F1 to balance). 
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CBPL - Client-Based Payment List  

 

 
 

 This screen displays a list of all client-based, unit-based payments whether invoiced or 

not, and whether contracted or non-contracted 

 

 A worker also may search for a range of payments by entering selection criteria including 

provider number, status code, payment/invoice number, date span or by CAPS ID 

 

 This screen allows authorized central office financial staff to release a payment to be paid 

 

 The worker assigned to the client must approve the payment on PAYA before a warrant 

can be released, issued and sent to the provider  

 

 This screen shows the status of the PAYMENT, not the status of the WARRANT.  For 

status on a warrant, the worker needs to go to WRNH (Provider Warrant History) 

 

 The colors you see on CBPL indicate the following: 

- Pink = payment has been placed on HOLD by Central Office 

- Blue = payment is a DOC payment 

- Turquoise = payment is a DPHHS payment 

- Yellow = trust account payment – view on TAEL/TAED screens 
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CBPD - Client-Based Payment Detail  

 

 
 

 This screen is used to view and adjust (until approval) the detailed payment information 

for a specific client and provider 

- If an adjustment is made on CBPD, the worker needs to remember to use the 

SHIFT+F1 function keys to balance the payment.  This also changes the status of 

the payment from INCOMPLETE back to UNAPPROVED so the worker can 

then approve the payment on PAYA 

 

 The worker can adjust the payment up to the point the payment is released or posted 

- If the payment is in RELEASED or POSTED status, the worker needs to contact 

Central Office if a modification needs to be made 

 

 Should the user wish to adjust the Funding Details associated with this service, enter an 

“M” on the select line in front of the desired service, and PAFD in the PATH and press 

ENTER 

- This takes the user to the Payment Funding Detail (PAFD) screen 

 

 The system assigns the next available 'PAYMENT NUMBER' when a payment is created 
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PAFD - Payment Funding Detail 

 

 
 

 This screen is used to view and/or adjust funding information for client-based service 

payments 

 

 The TOTAL FUNDING AMOUNT must balance to the SERVICE TOTAL displayed 

above 

- Press SHIFT+F1 to check the balance  

- A message will be displayed if the amounts are not equal 

- The TOTAL FUNDING AMOUNT includes both DFS and non-DFS Funding 

Source which means the SERVICE TOTAL must include both as well 

 

 Before approval of the payment, all information can be added to CAPS even if it does not 

balance 

 

 To make an adjustment after a payment has been approved, enter an “M” on the select 

line and press ENTER to access PFAD (Payment Funding Adjustment Detail screen) 
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CLPH - Client Payment History 

 

 
 

 This screen displays the monthly amount paid for the care of a specific client  

 

 A history of all payments summarized by service month 

 

 The worker can select a specific entry to access detailed monthly payment information 

- A range of dates may be entered to compute the PERIOD TOTAL AMOUNT 

 

 Begin date, end date and period total amount fields will default to zero (0) 
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CMPL - Client Monthly Payment List  

 

 
 

 This screen displays all payments during a selected service month that were issued for the 

care of a specific client 

 

 A user can select a particular entry to access detailed information about a specific 

payment 

 

 All payments made on behalf of the client will be displayed on this screen, including 

payments made out of the client's trust account (but not the cost of care taken out of the 

trust account 

- The TRUST ACCOUNT FLAG (TR) will be a “T” when the payment was made 

from a trust account and left blank in all other instances 

- The AMOUNT column will show the net amount that has been paid to the 

provider for the invoice   

- The 'WARRANT NUMBER' and 'WARRANT ISSUE DATE' will be for the 

warrant that was most recently sent for the invoice 
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CLPD - Client Payment Detail  

 

 
 

 This screen displays the history of all adjustments and payments for a specific payment 

line item/claim 

 

 All lines on this screen have to do with a single payment line item or claim   

- The original shows up first under 'ADJUSTMENTS/PAYMENTS'   

- Every payment and every adjustment made shows up in ascending chronological 

order after the original  

 

 The ADJUSTMENT TYPE field says ORI  when the line is not showing an adjustment 

The AMOUNT is calculated from the NUMBER OF UNITS times the RATE    

- The BALANCE is the amount owed after the adjustment or payment has been 

made 

 

 A user can select a particular entry to access detailed funding information about a specific 

payment 
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CELL – Client Eligibility List 

 

 
 

 This screen is used to INQUIRE, ADD, or MODIFY a client‟s eligibility information 

- “ACTIVE ONLY” or “ACTIVE AND DELETED” eligibility information can be 

displayed  

 

 IV-E eligibility is not manually entered on the CELL screen.  SCS staff type (IV-E Unit) 

can modify and/or delete client entered IV-E spans.  SCS staff type (IV-E Unit) are the 

only workers who can add SG4 eligibility 

 

 SSI staff type (SSI Unit) are the only workers who can add SSI eligibility 

 

 SPE staff type (Program Bureau: Adoption) are the only workers who can add ADE 

eligibility 

- ADE cannot be added if the client does not have at least one SBE (subsidy 

eligibility) special need on the SPND (Special Needs Detail) screen 

- ADE cannot be added if the client does not have a finalized adoption placement 

on the ADOD (Adoption Detail) screen 

- ADE cannot be added if the client does not have an approved adoption AFDC 

relatedness determination on the DETL (IV-E Determination List) screen or an 

SSI span on the CELL screen that encompasses the ADE begin date 

- The ADE begin date cannot be less than the adoption finalization date 

- ADE will default to the client‟s 18
th

 birthday but is modifiable to their 21
st
 

birthday 
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IVEL – IV-E Reimbursability List 

 

 

 

 The screen will be in inquire mode at all times and is pageable 

- Default display will be ACTIVE ONLY.  If ACTIVE ONLY is selected, only 

active IV-E spans will be displayed 

- Inactive IV-E spans will display in white and a message will appear at the bottom 

of the screen saying “white IV-E spans are inactive IV-E spans” 

 

 A select code will be allowed to access the IVED (IV-E Reimbursability Detail) or IVRH 

(IV-E Reason Code History) screens 

- Selecting a span with an “I” will access IVED 

- Selecting a span with an “H” will access IVRH 

- Selecting a span with an “H” will only be allowed if the status is pending, 

suspended or denied 

 

 The FLAG field will display an “A” or an “I” to indicate an active or inactive span 

 

 The IV-E BEGIN/END DATE fields will display the IV-E begin/end dates 

 

 The UPDATE DATE field will display the date the IV-E span was last updated 

 

 The UNRESOLVED REASONS field will display up to five reasons why a span was 

suspended or denied 
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 The MORE UNRSLVD RSNS field will display a “Y” if there are more than five 

unresolved reasons 

- If there are five (or less) unresolved reasons, an “N” will display 

- Reasons will display in the following order: CRT, PPH, LIC and then any 

additional unresolved reasons 

 

 The STATUS field will display the current status of the IV-E span (pending, approved, 

suspended or denied) 
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IVED – IV-E Reimbursability Detail 

 

 

 

 IVED can be accessed directly by typing in the PATH or by selecting a particular IV-E 

span from the IVEL screen 

 

 IVED will display the information that is currently in the system if the screen is accessed 

directly or will display the information that was in the system at the time the IV-E span 

was created if IVED is accessed by selecting a span from IVEL 

 

 IV-E span information and AFDC relatedness information will be displayed at the top of 

the screen 

- Other information includes COURT DETAIL INFORMATION, PERMANENCY 

FINDINGS and PROVIDER LICENSE INFORMATION 

 

 The IF NO, REASON FOR DENIAL field will display the denial reason if the most 

recent AFDC relatedness determination was denied on DETL when the screen is accessed 

directly or the denial reason from the denied AFDC relatedness determination at the time 

the IV-E span was created if IVED is accessed by selecting a span from IVEL 

- If denial was for non-financial reasons, this field will display the BYPASS 

REASON entered on the determination 

- If denial was for being over net monthly income, this field will display NI 

- If denial was for being over gross monthly income, this field will display GI 

- If denial was for no deprivation, this field will display DP 
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- If denial was for no citizenship, this field will display NU 

- If denial was for no specified relative, this field will display SP 

- If denial was for exceeding resources, this field will display RS 

 

 In order for the DOES THE AGENCY HAVE PLACEMENT AND CARE 

RESPONSIBILITY? field to display a “Y”, the client must have an active court 

disposition of AFD, EPS, GSP, LTC, PLC, RPA, TCT, TIA, TIE, TLC, TLE or WRD 



 

CPS Specialist Training Guide – Payments       PA-16 

IVRH – IV-E Reason Code History 

 

 
 

 IVRH must be accessed by selecting an existing IV-E span from the IVEL screen 

 

 The IV-E BEGIN/END DATE fields will display the IV-E begin/end dates 

 

 The STATUS field will display the current status of the IV-E span (pending, approved, 

suspended or denied) 

 

 The REASON field will display the reason the IV-E span is pending, suspended or denied 

 

 The DATE REASON ADDED/RESOLVED fields will display the date the reason was 

created/resolved. 

 

 The ACTUAL BEGIN/END DATE fields will display the reason actual start/end date 

 

 The hierarchy of reason codes is CRT, PPH and LIC, followed by any additional reason 

codes. 
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MIHL – Medicaid Issuance History List 

 

 
 

 The CHIMES ID and Medicaid issuance that is received from CHIMES will display. 

 

 If the client received any Medicaid issuance on CHIMES, a YEAR will display and the 

MONTH will be set to “Y”. 

 

 Medicaid issuance information will interface until the client‟s 21
st
 birthday. 

 

 The screen will display up to 10 years of issuance history. 
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The check is in the mail

WARRANTS
PA-04

 Detailed payment information for specific warrants and specific clients 

 

 The ability to view warrants that have been paid to a specific provider  
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WRNH - Provider Warrant History  

 

 
 

 This screen displays a list of all warrants that have been paid to a specific provider 

 

 The list displays payments for Client-Based Invoices, Contracted Services Invoices, Trust 

Account Expenditures, Emergency Warrants, and Overpayment Recovery 

 

 The worker will be able to view all the warrants for all the Facilities of a Provider 
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WRND - Provider Warrant Detail  

 

 
 

 The Provider Warrant Detail screen displays the detailed payment information for the 

specific warrant that was selected on the WRNH (Provider Warrant History) screen  

 

 When the service is for a specific client, the CAPS ID will appear in the 

CLIENT/CONTRACT NUMBER field and the client's name will appear in the NAME 

field 

- When there is not a specific client, the contract number will appear in the 

CLIENT/CONTRACT NUMBER field and Service Code Description will be 

displayed in the NAME field 
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CONTRACT
I MR.  PROVIDER DO AGREE TO
PROVIDE THE FOLLOWING .......

1 ; JVPOIAJER G;IOASDFAA;ISHOIAOHAOFJ OAIEEO

2 AOIJ ;OAEFOIJ AOIJAOIJ IOIAJFFOIJAOIAOIJIORJOIA

2 ;Owe fo‟aj ioioja werofa oihfa oi jfioa wfoia foiaooioi fiofoi ifoifi

PA-05

 
 

 

 

 Contract histories that can be sorted by the type of service provided or complete 

listings of all contracts 

 

 You can select a contract for an individual provider and view the services and 

details of the contract 
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CONL - Contract List 

 

 
 

 This screen displays a historical listing of all contracts between DPHHS and a specific 

provider in the CAPS system 

 

 This screen also provides access to the detail screens to add a new contract, modify an 

unapproved contract, or amend an executed contract 

 

 You may only INQUIRE on this information – modifications can only be made by the 

appropriate Central Office staff 

 

 If you enter an I (Inquire) you are transferred to the COND (Contract Detail) screen  
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COND - Contract Detail  

 

 
 

 The Contract Detail screen will be used by the individual initiating the contract to enter 

detailed information common to all contracts executed by DPHHS 

 

 This screen is also used to initiate Contract Acceptance processing, which ensures 

contract consistency before approval can take place 

 

 Events will be generated when: 

- A worker generates a letter regarding a missing federal tax identification number 

- A contract mailing date, execution date or termination date is modified 
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CONC - Contract Costs  

 

 
 

 The Contract Costs screen will be used to enter, modify and amend contract cost 

information on a specific contract 

 

 Each service provided for under the contract is entered on this screen 

- When browsing an existing contract, this screen will list all services and their 

associated costs for the contract 

 

 Service Codes can be modified only on contracts that have not been approved and then 

only on Service Codes which have never been associated with an amendment which has 

been approved  
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OVERPAYMENTS PA-06

 
 

 

 On-line overpayment processing 

 

 You can view overpayment plans that are made to recoup the overpaid amount 
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OPAR - Overpayment Recovery  

 

 
 

 Central office will use this screen to establish monthly recoupment plans and to record a 

payment the provider sent in, to cover part or all of the overpayment 

 

 The system will display all payment line items that have been overpaid to a specific 

provider when the Provider ID is entered at the top of the screen 

- The AMOUNT RECOVERED will be defaulted to the AMOUNT OVERPAID 

when the user enters a SBAS DOCUMENT NUMBER and the check information 

 

 The system will allow the user to enter an amount in the REFUND AMOUNT field when 

the provider has sent in a check for more than the amount that was overpaid   

- The system will assign a real payment number and when the user confirms posting 

of the information on this screen, a warrant is produced to the provider for the 

amount of the refund 

 

 Once all amounts have balanced, the user is prompted to confirm the posting of the 

information   

 

 Entering “I” will take the user to the ORAD (Overpayment Recovery Activity) screen 
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ORAD - Over Payment Recovery Activity Detail  

 

 
 

 This screen is used to view the details of an Overpayment Recovery Plan and all of the 

activity that has taken place on that plan 

 

 After choosing an Overpayment Recovery Plan, the system will display all payments that 

are made in order to recoup the overpaid amount along with all monthly recoupment 

amounts 

 

 All overpayments will also be displayed on this screen 

 


